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INTRODUCTION 


This booklet contains key guidelines governing the conduct of 
Public Service employees. 


Public Works Canada is committed to achieving excellence, oper- 
ating with integrity and earning respect in the fulfillment of its 
mission. These corporate values are achieved through adherence 
to the highest standards of professionalism and behaviour. 


Guidelines have been established for all federal public servants 
covering their conduct in the place of work. This booklet collects 
these guidelines and interprets them in relation to the standard 
expected in Public Works Canada. 


Some sources have been included for reference, but additional informa- 
tion may be obtained from your supervisor or your Human Resources 
office. 


Iask you to familiarize yourself with the policies in this booklet and act in 
accordance with the principles they establish. 


(Kec 


R.J. Giroux 
Deputy Minister 


1 Oaths of Allegiance and of 
Office and Secrecy 


On initial appointment, each new employee of the Federal Public Service 
is required to take an Oath of Affirmation of Allegiance and of Office and 
Secrecy. Through this action, we promise to faithfully and honestly fulfill 
our duties while employed by the Department and to not, without due 
authority, disclose any information gained through the course of our 
work. Breach of this oath or affirmation is a serious offence. 


2 Communication with the 
Public, Media and Members 
of Parliament 


If you are in a managerial position, your duties may involve communica- 
tion with the public, the media or Members of Parliament. Within your 
area of responsibility, you should be prepared to openly provide factual 
information describing or explaining programs, policies or services an- 
nounced or implemented by the Department. Within the context of the 
oaths identified above, existing departmental publications and minis- 
terial statements should be used as reference material. 


To contribute to open government, media interviews must be “on the 
record” and for attribution by name. Off the record background briefings 
are allowed only in exceptional circumstances and with prior ministerial 
approval. 


It is not appropriate to discuss recommendations or advice given to a 
Minister, nor to speculate about policy deliberations, implications or 
future policy decisions. In no circumstances may you divulge informa- 
tion that is specifically prohibited by law, for example, information which 
is exempted or excluded by the provision of the Access to Information or 
Privacy Acts. If you are in doubt as to what may be released, contact your 
Branch or Regional Access to Information or Privacy (ATIP) Coordinator. 


3 Conflict of Interest 


Conflict of interest occurs when employees use the influence of their 
positions for personal gain, or when their private interests interfere, or 
may be seen to interfere, with job performance. Even when such a 
conflict is only apparent, it can undermine public confidence in govern- 
ment. A Government-wide policy, the “Conflict of Interest and Post Em- 
ployment Code”, is in place to ensure that public servants are governed by 
the highest possible standards of conduct, and each of us must be above 
reproach in our adherence to both its letter and spirit. 


The Code covers situations in which our duties could permit, or appear to 
permit, personal gain for ourselves, our friends or relatives or any under- 
takings in which we hold some personal. interest (e.g. share of a 
company). 


Hospitality, Gifts and Other Benefits 


Accepting a commission, reward or any kind of benefit from anyone — 
individual, group or company — who has dealings with the Department 
is not only unethical, it is a criminal offence unless it falls within certain 
acceptable limits. This rule applies not only to gifts offered directly to 
you, but also those offered indirectly through family members or other 
parties. 

Examples of prohibited benefits include; 

® outright presents of cash or goods or services; 

@ reduced prices for goods or services; 


@ preferred treatment in any kind of business enterprise; 


@ loans of money or material. 


Casual benefits, such as hospitality or small gift items may be allowed 
where these are a normal expression of business courtesy or advertising, 
provided these do not give rise to a perception of favoritism. Business 
lunches that can foster departmental interests and calendars distributed 
as a matter of practice to clients by some businesses, are examples. 


Whenever you are uncertain, consult with your manager who may see fit 
to discuss the matter with the Deputy Minister or the Regional Director 
General. 


Post-employment 


Post-employment compliance measures apply to persons at or above the 
level of Senior Manager (SM). Former senior officials who have provided 
advice to the Department on ongoing specific matters may not switch 
sides by acting for another employer on the same matter. Nor may they 
accept a position, for one year after leaving office, with an organization 
with which they had significant dealings during the last year of their 
employment. Furthermore, they must not, for one year, give council in 
relation to the policies and programs of the Department or any other 
department with which they had significant dealings. 


For further information refer to the Treasury Board booklet entitled 
“Conflict of Interest and Post-Employment Code for the Public Service.” 


4 Safety 


Public Works Canada is committed to providing workplace health and 
safety programs to protect the well-being of its employees, as well as that 
of clients and members of the public who use PWC administered 
facilities. 


The Department's policies and programs are based on the Canada Labour 
Code; Part IV, Occupational Health and Safety and on provincial, territorial 
and municipal regulations. The Code places both the Department and 
employees under legal obligation to adhere to its provisions. In other 
words, management and staff have a joint responsibility to ensure the 
safest possible working environment. Thus, you are expected to know 
and adhere to the safety rules (including any local ones) of your par- 
ticular workplace. 


The Canadian Labour Code outlines, among other things; 


®@ preventive measures that must be taken to avoid and reduce the risk of 
accidents, injuries and other health hazards; 


@ steps to be taken in the event of accidents; 


@ the requirement to establish safety and health committees or represen- 
tatives to help implement programs and preventive measures; 


@ the role of departmental safety officers; 


@ the employee's right to refuse to work in unsafe conditions and to 
testify, without fear of penalty, at official investigations and inquiries. 


For more information on the Public Works Canada Safety Program, 
contact your Regional or H.Q., Safety and Security office. 


5 Official Languages 


English and French are the official languages of Canada and have equal 
status and rights with respect to their use in Parliament and the Canadian 
government. This equal status is entrenched in the Charter of Rights and 
Freedoms, the Official Languages Act and various government policies and 
directives. 


Public Works Canada is fully committed to implementing Canada’s of- 
ficial languages legislation both when serving the public and in con- 
ducting its internal affairs. The Department's official languages policy 
guarantees certain rights to the general public and to you, as a federal 
government employee. The aim is to provide the best possible service to 
clients and to create a setting where employees from both language 
groups can use their own language while working together towards 
common goals. 


Realizing these objectives depends on the active cooperation of all em- 
ployees at all levels; you are urged to know your rights and respon- 
sibilities with regard to the Official Languages Policy. 


Service to the Public 


The public and client organizations should be able to communicate with 
Public Works Canada and receive its services in the official language of 
their choice. Your responsibility as Public Works’ employee is to ensure 
that action is taken to respond to requests in either English or French, 
anywhere in Canada. 


Language of Work 


Whether your main language is English or French, you have the right to 
equal employment and career opportunities within the Department. You 
are also entitled to work in the official language of your choice in areas 
designated as bilingual. 


Managers, particularly in bilingual regions, are expected to work to- 
wards increasing the proportionate use of the minority official language 
of their employees. 


Equitable Participation 


Public Works Canada is committed to the full and equitable participation 
throughout the Department of both official language groups. This entails 
striving for a balanced representation of both communities in all occupa- 
tional groups and at all levels. It also means creating a work environment 
that allows anglophones and francophones to make a maximum profes- 
sional contribution within the context of their own cultural expression. 


For more information consult the Official Languages Policy Booklet: 
Official Languages and You (Public Works Canada). 


6 Union Activities 


Public Works Canada encourages open and full consultation with union 
representatives and is committed to maintaining harmonious rela- 
tionships with employee organizations. 


Under the Public Service Staff Relations Act (PSSRA), you have a right to 
join, or refrain from joining, an employee association and to participate 
in its activities, unless you are excluded from collective bargaining be- 
cause you are involved in managerial or confidential functions. Persons 
in this category must not interfere with the formation or administration 
of an employee organization or the representation of its members. 


The Act also provides that: 


@ No one shall discriminate against someone in employment oppor- 
tunities or conditions simply because the person belongs to or seeks to 
join a union or is exercising his or her rights under the Act. 


@ No person shall intimidate, threaten, punish or otherwise compel an 
employee to become or not become a union member, or to exercise or 
not, rights under the Act. (The exception is employees “excluded” from 
collective bargaining because they are involved in managerial or con- 
fidential functions.) 


7 Discrimination 


The Canadian Charter of Rights and Freedoms states that origin, colour, 
religion, sex, age or mental or physical disability — are equal before the 
law and have the right to equal protection and benefit of the law. 


Similar provisions are contained in the Canadian Human Rights Act and 
insofar as employment is concerned, in the Public Service Employment 
Act. 


Public Works Canada is fully committed to employment practices and a 
work environment free from discrimination and where the dignity of 
each person is respected. Note that the Charter’s equality provisions do 
not preclude any law, program or activity, such as Employment Equity 
programs, aimed at improving conditions for disadvantaged groups. 


8 Harassment 


Harassment is behaviour that is unfair, discriminatory or offensive, that 
violates your dignity or self-esteem and that may threaten your job or 
undermine your job performance. 


Public Works Canada affirms that all its employees have the right to be 
treated fairly in a workplace that is free of harassment and that supports 
their personal goals, dignity and self-esteem. 


The Department will not tolerate behaviour that may interfere with 
work relationships or productivity or undermine the Department's 
endeavours to provide a supportive work environment. 


Managers must stop any workplace harassment whether or not there has 
been a complaint. (Abuse of the complaints procedure for frivolous 
reasons, however, will not be tolerated.) Harassment is considered to 
have taken place if a reasonable person ought to have known that such 
behaviour was unwelcome, offensive or unfair. 


Accepted forms of control over an individual's performance such as 
normal assignment of duties, appraisal of performance or disciplinary 
action are not considered to be a form of abuse or authority. 


For further information please refer to Treasury Board Policy “Personal 


Harassment at the Workplace” in the Personnel Management Manual, 
Volume 1, Chapter 23. 
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9 Public Criticism 


As a Government of Canada employee you are expected to observe a 
greater degree of reticence than ordinary citizens with regard to public 
expressions of criticism. You must not make adverse comments publicly, 
for example, through the media, about superiors or government pro- 
grams, policies or services. Such acts are considered serious misconduct. 


Public Works Canada does encourage employee recommendations and 
criticism made within appropriate internal channels as a means of main- 
taining the highest possible standards of excellence throughout the 
Department. 


10 Political Activities 


The policy related to political activities for public servants is currently 
under consideration by the Public Service Commission. Once a new 
policy is announced, it will be communicated within the Department. 
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11 Losses of Money and Public 
Property 


Our responsibilities as Public Works Canada employees include protect- 
ing the Department from financial losses incurred through theft, fraud 
and negligence. Such losses undermine confidence in our role as an 
effective steward of public funds and are a serious concern. Therefore, 
every employee who has knowledge of a violation of the Financial 
Administration Act, associated regulations or any revenue law or of 
criminal offences against Her Majesty, must report same to his/her 
supervisor or other appropriate manager. 


The Department is required to call in the Royal Canadian Mounted Police 
to investigate suspected cases of illegal acts, including theft and fraud. 
The Department of Justice must be informed of the results of these 
investigations, and prosecution may follow. Public Works must also 
report all such incidents to the Office of the Comptroller General. 


When an act or omission by an employee contributes to a loss, the person 
concerned must'be held accountable and make restitution. 


The Internal Affairs Directorate coordinates the reporting, investigation, 
recording of frauds and other illegal acts resulting in a loss of money or 


property. 
Treasury Board Circular No. 1987-6 and Vol. 7, Financial Management Man- 


yal, Article 7.410.15 provide more information on this subject, including 
the steps to take if you suspect a loss has occurred. 
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